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File Upload: Standard Format

* This method is recommended to search the eligibility of a large
number of students.

* User must:

Fl |e U p|0ad . 1. Create an excel spreadsheet and enter the first name, last name and

Standard Format birthdate of the students
2. Save the excel spreadsheet

3. User must upload the file into CNPDirectCertification system to run
the report




The Step by Step Instruction will review:

Create the Excel Spreadsheet for SSN Slides 4-16
Log into CNP Direct Certification Slides 17-24
. Uploading the Excel Spreadsheet for SSN Slides 25-32
File Upload: .
Results of DC Report Slides 33-40
Standard Format .
Upload Errors Slides 41-44

The following slides will only cover how-to instructions for File Upload using Standard
Format. Please refer back to the ADE webpage for other upload methods.




Creating the Excel
Spreadsheet




1. Open the Excel application on your computer. Your screen
should have a blank spreadsheet.
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2. Type the word "Standard” entered into cell A1.
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3. Starting on row 2, type any number under the word
Standard. Best practice type the number “1” in column A or
the student’s school ID. For every student name, there will be
a record number. For example, record numbers could be
entered sequentially by 1, 2, 3 ... etc. User may enter
unlimited amount of entrees.
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Creating a
File Using

Standard
Format

4. Next to the record number "1” type in the student’s
first name in column B and the student’s last name in
column C.

Page Laym}t Formulas

M - First name must be
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Clipboard x| column C
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5. Enter student’s birthday in column D in the format:
mm/dd/yyyy. (Note: Excel will automatically remove the
zeros for the day and month)
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6. Repeat steps #3-5 for every student. Each row must
have a record number, first name, last name, and
birthdate.
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Creating a
File Using

Standard
Format

7. When all student’s have been entered, click “File” and
choose the option "Save As”. A small window should

appear.
DO NOT CLICK SAVE YET!
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8. Select the location where to save the file.
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9. In the field “File Name”, name file. As best practice,
user may wish to include date in file name.
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10. In the field "Save as type”, use the drop down to

select CSV (Comma delimited).
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Save as type:

Authors: | Py cel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook
Excel 97-2003 Workbook
S M Date
Single File Web Page
Web Page
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Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
AML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)
Text (MS5-D0OS)
CSV (Macintosh)
CsV (MS5-DOS5)
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11. Click “Save”
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Depending on the which version of excel, the following
windows may pop up after clicking “Save”.

Click "OK" to confirm saving the file.

rI\.‘Hcrc:-sc:-ft Excel | P .|1

u
‘ r e a t I n g a The selected file type does not support workbooks that contain multiple sheets.

= To save only the active sheet, click OK.

= To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.
u n
File Using ) =

Standard
Format

Click “Yes" to confirm saving the file.
| [ Microsoft E;ccel | | | | | I I I I I n

DirectCertReport Aug22.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

] @ + To keep this format, which leaves out any incompatible features, click Yes.
= To preserve the features, click No. Then save a copy in the latest Excel format.
= To see what might be lost, click Help.




Log into CNP Direct
Certification




9. Go to the ADE health and Nutrition Webpage:

http://www.azed.gov/health-nutrition/
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Log into
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Log into

CNP Direct
Certification

10. Locate "Common Logon” on the upper right of the
webpage. Click on the Common Logon link.
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A new webpage will load. It should look like this screen.

COMMON LOGON

The gateway to secure data transactions and information

Username:

Passwaord: Continue >>

o Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

[ ]
I O g I | l I O » We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

o If you have lost your password Click here.
] « Tolaunch an application the user must have a valid username and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.
C N P D I r e C t o Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Outside the Phoenix area (866) 577-9536 or E-mail enterprise@ade.az.qov. Or Click here for more information.
o Check the MIS Bullstin Board for the latest news and information.
C [ ] [ ] [ ]
ertification

You must have a user name and password in order to access
Common Logon.

At http://www.azed.gov/health-nutrition/nslp/program-forms/

1.  Read the Online Training Manual

2.  Complete the Requesting Common Logon Permissions for
NSLP/Direct Certification, requesting Direct Certification
permissions, and send to ADE.

3.  Receive Common logon username and password in 7-10 days



http://www.azed.gov/health-nutrition/nslp/program-forms/
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11. Enter your Username and Password.

COMMON LOGON

The gatéway to Secire data transactons and Wforfmation

Usermname:

Password: Continue >>

o Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

Log into

o We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

[ ]
‘ N P D I re t o If you have lost your password Click here.

o To launch an application the user must have a valid userame and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

o Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378@ if you are in the Phoenix area. Outside the Phoenix area (866) 577-9636@ or E-mail

[ ] [ ] ]
( e rt I I C a t I O n enterprise@ade.az.gov. Or Click here for more information.
o Check the MIS Bulletin Board for the latest news and information.




Once logging in, your webpage will show all

Common Logon Applications you have access to.
The gateway to secure data transactions and information
Common Logon Application Menu

# CMP Direct Certification / Direct Verification

Log into 3 o verteston

% LEA Profile

CNP Direct
Certification

Change Profile

You must have access CNP Direct Certification/Direct Verification.
This is an additional option on the Common Logon Permissions form.

*If you already have a user name and password, but do not see the CNP Direct

Certification/ Direct Verification option:

At http://www.azed.gov/health-nutrition/nslp/program-forms/

1. Complete the Requesting Common Logon Permissions for NSLP/Direct
Certification to ADD the Direct Certification permission. Send to ADE.

2. Receive CNP Direct Certification/ Direct Verification access in 7-10 days.



http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/
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12. Click on CNP Direct Certification/Direct Verification

The gateway to secure data transactions and information
Common Logon Application Menu

# CNP Direct Certification / Direct Verification
# CNP Verification

@ CNPWeb
% LEA Profile

Log into

CNP Direct
Certification




A new screen will load. It should look like this.

Arizona Department of Education

Home File Upload State Match Individual Student Lookup Reports Administration Help Common Logon Logout

Log into

£ Home

CNP Direct =
Certification

CNP Direct Certification / Direct Verification

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System




Uploading the Excel
Spreadsheet




16. Click on the option in “File Upload” found at the
top of the webpage. should look like this.

Arizona Department of Education

U p O a I n g Home File Upload State Match Individual Student Lookup I Reports ‘ Administration Help ‘ Common Logon ‘ Logout ‘
the EXCE| o
Home

CNP Direct Certification / Direct Verification

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System




Once you have selected “File Upload”, the webpage
should look like this:

{2 Home > File Upload CNP Direct Certification / Direct Verification & welcome Emily Molchan

File Upload

(=, Print this page

Uploading

« Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

» The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

« If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700¢ for more information.
» THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2013.

« The "Case Number Format" upload is only available when Direct Verification is available.

* You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.

« The results for files containing more than 10,000 students will be available as a download only.

S r e a d S | l e e t » Upload Opﬁons
Select a File to Upload (7] Show these students in the results:

(7] Browse... Check all that apply:

Students that match DES
Students that don't match DES
File upload messages

Click here to upload your file: Submit

@ O Check here to do a Direct Verification search {which
includes Medical Assistance data)

Results

Waiting for your file upload...




17. Click on the “"Browse"” button to upload the excel
file created above.

{2 Home > File Upload CNP Direct Certification / Direct Verification & welcome Emily Molchan

File Upload

(=, Print this page

Uploading

loading (or sending) a file to ADE.

« Use this page to check the eligibility of a large number of students

« The file upload must match one of the 4 upload formats (see the more information), which defines the type of upload you are performing.

« If you are unsure how to save a ".csv" file please refer to the Dir ation Manual or contact your specialist at (602) 542-8700¢) for more information.
» THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT . Note: Direct Verification will become available on 10/1/2013.

« The "Case Number Format" upload is only available when Direct Veri available.

* You may download the results as a ".csv" file (compatible with Micros y clicking on the "Download" button.

« The results for files containing more than 10,000 students will be avail ownload only.

Options

(7] Show these students in the results:

Spreadsheet |-

(7] Browse... Check all that apply:

Students that match DES
Students that don't match DES
File upload messages

Click here to upload your file: Submit

@ O Check here to do a Direct Verification search {which
includes Medical Assistance data)

Results

Waiting for your file upload...




18. By clicking “"Browse” a window will come up that
looks like this. Find where you saved the excel file. Click
\\Openll.

- x |1
Chgongllethpload P SN e Gy e ; - — .-—-— @ = ———

). » Direct Certification Reports « | 4 || Search Direct Certificati.. P [

e~ New folder =~ 0 8

/\
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M Deskiop “4] DirectCertReportAug2? 8/29/2013 905 AM  Microsoft Excel Co.. 1KB
14 Downloads

Uploading
t h e EXC E| ! :;5 EC
Spreadsheet

m

| Memos
| Certification for 6
| HNS Memos

| [ Libraries

& Computer
& Local Disk (C)
< HP_RECOVERY (D
<= HPTOOLS (BY 7

File name: DirectCertReportAug22a All Files (*%) v ]
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The field below should be filled with the file with a *.csv” ending.

£ Home > File Upload CNP Direct Certification / Direct Verification & welcome Emily Molchan

File Upload

(=) Print this page

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.
The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.
If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700) for more information.

THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2013.

Uploading

.
* The "Case Number Format" upload is only available when Direct Verification is available.
* You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.
| E | « The results for files containing more than 10,000 students will be avail as a download only.
t e X C e File Upload Options
Select a File to Upload (7] Show these students in the results:

C:\Users\emolcha\Desktop\Direct Certification Reports\DirectCertReportAug22 csv Browse... Check all that apply:

|,-] .l o
Click here to upload your file: | Submit Students that don't match DES

File upload messages

€ O Check here to do a Direct Verification search (which
includes Medical Assistance data)

The file MUST be a CSV file. Check the end of your file name in the field. It
must have a “.csv”.
If it is a “.xls”, the report will not run.




19. Choose how you want to view your results.

iification / Direct Verification & Welcome Emily Molchan

* By choosing only “Students that
match DES" the report will show
matches.

* By choosing only “Students that
don’t match DES" the report will
show no matches.

* By choosing both boxes, the
report will provide matches and
no-matches.

* By choosing "“File upload
messages”, the report will provide
error messages associated with
upload.

|=, Print this page

ling (or sending) a file to ADE.

| |
re information), which defines the type of upload you are performing.
-ion Manual or contact your specialist at (602) 542—8700@ for more infor

:. Note: Direct Verification will become available on 10/1/2013.
5 available.
i1} by clicking on the "Download" button.

t | E X | s a download only.
(7) Show these students in the results:
Spreadsheet i
Students that match DES

d your file: | Submit Students that don't match DES
File upload messages

Options

You may choose all three
boxes.

@ O Check here to do a Direct Verification search (which
includes Medical Assistance data)

Do not select the "Check here to do a Direct Verification
search” when running a Direct Certification report. This
option is ONLY to be use during Verification activities.




20. Click "Submit” to run the report.

£ Home > File Upload CNP Direct Certification / Direct Verification & welcome Emily Molchan

File Upload

(=) Print this page

Uploading

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542—8700@ for more information.
THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2013.

The "Case Number Format" upload is only available when Direct Verification is available.

You may download the results as a ".csv" file (compatible with Micros cel) by clicking on the "Download" button.

The results for files containing more than 10,000 students will be a s a download only.

the Excel
Spreadsheet

File Upload Options

Select a File to Upload (7] Show these students in the results:

() C:Wsers\emolcha\Desktop\Direct Cerfification Reports\DirectCertReportAug22 csv Check all that apply:
Students that match DES
Click here to upload your file: | Submit Students that don't match DES

File upload messages

€ O Check here to do a Direct Verification search (which
includes Medical Assistance data)

Results

Waiting for your file upload...



Results of CNP Direct
Certification




Changes to

Results of CNP
Direct

Certification
View effective
May 2014

- ADE’s CNP Direct Certification/Direct Verification system has been

updated. Specifically, the match results now include additional
data columns with program participation information. These new
columns have been added to ensure LEAs can accurately report
student eligibility information when it is required for the CNP
Verification Summary Report. The new columns are SNAP, TANF,
MA, and Foster. The DES Results column (Match or No Match) is
still displayed. LEAs must continue to utilize the DES Results
column to determine if a student is Directly Certified. Please
note, students participating in more than one program will only be
counted once in the total "Matches Found” section of the Results
box. Please visit our website www.azed.gov/health-
nutrition/nslp/programguidance/ to view Step-by-step Instruction

for using the CNP Direct Certification system.


http://www.azed.gov/health-nutrition/nslp/programguidance/
http://www.azed.gov/health-nutrition/nslp/programguidance/
http://www.azed.gov/health-nutrition/nslp/programguidance/

File Upload
Results

Your results page will look like this for the

Standard Format:

Results

Processed as:

Standard

Prepared by:

Mia Calamia

Date Prepared:

5/28/2014 8:03 AM

Click here to download your results: @

Direct Verification: No Displaying: Matches , Non-Matches

Records Processed: 8 Validation Errors Found: 0

Matches Found: 0 Non-Matches Found: 8

SNAP Matches: 0 MA Matches: 0

TANF Matches: 0 Foster Matches: 0

Record Number + First Name Last Name Birthdate DES Results DES Decision Date SNAP | TANF | MA | FOSTER Upload Message

1| carson millers 12/02/1991 No Match
2 | Jessica Aldroff 10/29/2001 No Match
3 | Faith Harlton 08/23/2003 No Match
4 | Tyran Boss 06/19/2004 No Match

Do NOT close the window. Go to the next slide for two
options to save the report.




You must keep this report for your records.
#1. Print report directly from webpage, OR

#2. Download the report to save on your computer to
access at any time.

Results
n
Processed as: Standard @
F I | e U p | O a d Prepared by: Mia Calamia Date Prepared: 5/28/2014 8:03 AM Click here to download your results: ==
Direct Verification: No Displaying: Matches , Non-Matches
Records Processed: 8 Validation Errors Found: 0
R Matches Found: 0 Non-Matches Found: 8
e S U t S SNAP Matches: 0 MA Matches: 0
TANF Matches: (1] Foster Matches: 0
Record Number 4 First Name Last Name Birthdate DES Results DES Decision Date SNAP | TANF | MA | FOSTER Upload Message
1 millers 12/02/1991 No Match
2 | Jessica Aldroff 10/29/2001 No Match
3 | Faith Harlton 08/23/2003 No Match
4 | Tyran Boss 06/19/2004 No Match

The CNPWeb Direct Certification application does NOT
save your full report. The webpage only records a report
has been run. Once user closes out of window, user must
re-upload the file to get the results.




Q1. Do | need to download my results or can | just

print the webpage?
Whichever method works better for the user. Upon
request, the SFA must provide a copy of the original
report and the date it was collected. Please note:
when downloaded, the top summary bar (including
date report was run) is not included. ADE
recommends noting the date within the file.

Report Results

FAQ

Results
Processed as: SAIS ID @
Prepared by: Mia Calamia Date Prepared: 5/28/2014 8:45 AM Click here to download your results:
Direct Verification: No Displaying: Matches , Non-Matches
Records Processed: 4 Validation Errors Found: 0
Matches Found: 0 Non-Matches Found: 4
SNAP Matches: 0 MA Matches: 0
TANF Matches: 0 Foster Matches: 0
Record Number 4 | SAIS ID School Student ID First Name Last Name Birthdate DES Results DES Decision Date SNAP | TANF | MA | FOSTER | Upload Message

1231231 01/01/1900 No Match
9878944 01/01/1900 No Match

1

2

3 5254782 01/01/1900 No Match
4 23659984 01/01/1900 No Match




Q2. Would ADE accept my Direct Certification
report if | copied the results of “"Match and No

Match” information onto an excel spreadsheet?
ADE will ask to see the original report created from the
search. The SFA must keep the original search results format

Re pOI’t Results from the webpage or downloaded results. As long as the

FAQ SFA has at least one copy in its original form, the SFA can
copy the results into their own format.




Q3. Why is the student showinging up more than once?
The may have been given multiple School Student IDs (i.e.
transferred schools). The database will list ALL School
Student IDs given to that student who has is only granted
one SAIS ID. However, the DES result will be the same for
all different School Student IDs.

R .
eport Results |E
Processed as: SAIS 1D
Prepared by: Mia Calamia Date Prepared 5/29/2014 9:25 AM Click here to download your results: =
FAQ Dt Verd ation: Ho | Dnsplayng: Matches , Non-Matches |
Records Processed: I Vahdaton Errors Found: 0
Matches Found: 0 [ Mon-Hatches Found: i
SNAP Matches: 0 M matenes: 0
| TaNF Matches: o :Fn:tu' Makchies! o
1 i
Record Number = | SAILS ID School Student 1D First Name Last Name Birthdate DES Results DES Decision Date SNAP TANF MA FOSTER Upload Message
1 . 12345678 . 1238535 . Anthomy . Burch . 01,/010/1900 . No Match . . | . | . |
2 12345678 13385 Anthony Tuarch 01/01/1900 No Match
3 12345678 12384548538 Anthomy Burch 01/01/1900 o Match
4 12345678 1138535 Anthomy Burch 01/01/1900 Mo Match
5 12345678 1238551 Anthoay Burch 01/01/1900 Mo Match
& 21345789 113833 Anthomy Buch 01/01/1900 | No Match
7 BSB5A566 1238535 Anthomy Bureh 01/01/1900 No Match




Q4. On my results page, is it ok if the column
“Decision Date” is blank?
Yes, it is ok if the column Decision Date is blank on
the results report.

",
Results
Report Results [

Preparedy: Mia Calamia Date Prepared 5/29/2014 9:25 AM Click here to download your results: ===

| Direct Veriication: No ih!ﬁh‘l‘ﬂ: Matches , Non-Matches |

Records Processed: 7 Vahdatson Errors Found: 0

Marches Found: 0 | Mon-tatehes Found: 7 |

| sniap Matches: o s Matenes: (1] |

| TanE Makches: 1] :Fn:tu' Matchies: 0 ‘

Record Number = SAIS 1D School Student 1D First Name Last Name Birthdate DES Results DES Decislon Date SHAP | TANF MA FOSTER Upload Message

1 . 12345678 . 1238335 | Anthodamy . Burch . 01/01/1500 | No Match | . | . | . |
2 12345678 12386 Anthony Bureh 01/01/1900 No Match
3 12345678 12388548535 Anthoay Burch 01/01/1900 No Match
4 12345678 1138536 Anthomy Burch 01/01/1900 No Match
5 12345678 | 1238331 Anthory Burch 01/01/1900 No Match
6 21345789 113833 Anthors Busch 01/01/1900 | No Match
7 65854566 1238535 Anthomy Burch 01/01/1900 No Match




Qs. On my results page, if there is a "Decision Date” next
to the student, does their FREE meal benefits start at that
date?
No, the student is directly certified and begins receiving
free meal benefits the date the report was run and the first
time they are "Matched” within the program year.

Results

Report Results

Processed as: SAIS ID

Prepared by: Mia Calamia oate Prepared:
Direct Venficabion: No Displaying:

=
5/28/2014 8:35 AM : ' Click here to download your results: ===
: !‘@tdm . Non-uatdlg

Records Processed: 72A Vakdabon Errors Found:

Matches Found: 0 Non-Matches Found: 72
SNAP Matches: 0 ‘M.Tﬂatches: 0
>TANF Matches: 0 Hfoster Matches:

Record Number 4 | SAIS ID School Student 1D FirstName  LastName  Birthdate DES Results P TANF MA FOSTER Upload Message

1 1230268 0023526231 Anthony Burch 11/10/1996 11/15/00




Upload Errors




Invalid File Format value detected

Results
File Upload Processed as: Invalid File Format value detected &
Prepared by: Mia Calamia Date Prepared: 5/22/2014 8:13 AM Click here to download your results:
Direct Verification: No Displaying: Matches, Non-Matches, Messages
Records Processed: 0 Validation Errors Found: 0
Matches Found: 0 Non-Matches Found: 0
SNAP: 0 MA: 0
TANF: 0 Foster: 0
Status
l | | O a d E rro r File Upload Status File Processing Status
¢ Uploading your file... ¢ Processing your file...
o Your file was uploaded successfully. o Your file has been processed.
¢ The file name is: SNA Application 20140512.pdf. ¢ The file took 00:00:00.013 (hours : minutes : seconds.tenths of a second) to process.
¢ The file size is: 131,617 bytes. « One or more errors were encountered while processing your file. Any error information is
o The file took 00:00:00.002 (hours : minutes : seconds.tenths of a displayed above.
second) to upload.

If you receive this error:
* Ensure the file you have uploaded has the word “"Standard” typed in the

first row, first column (cell A1)




No Matches

If you receive this error:
* Ensure Record Number is the first column
 Ensure First name is second column and Last name is the third

column

Upload Error

Messages




Technical Assistance

If you have any questions on the eligibility when
certifying children with Direct Certification, use:

The Eligibility Manual for School Meals found at:

For other Direct Certification upload methods,
refer back to the ADE webpage


http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/manuals/

